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Reaquisitions in ePro?

BERKELEY LAB

The document will show ePro users how to manage the requisitions and requisition system.

1.Login into the PeopleSoft eProcurement ver.8 system and prepare to

Login approve specific requisitions.

-

Navigation 2. Follow the navigation into ePro8

-

3. You can access the requisitions you want to approve on your “To Do List”

Approve Requisitions on your Homepage.

-

4. You can access the ePro 360 systems to view the requisitions current

Requisition Cycle status

-

Requisition Approval
Status

iyt

Requisition Cancellation

5. You can view the whether your requisition has been approved.

6. Should there be a need to Cancel a requisition.
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Step 1: Login

¢ Launch Internet Explorer (IE)
o Log into eProcurement 8 via the link of epro/EPROTRN
o Note: If your workstation is not set up with Internet Explorer contact the Help Desk (4357).
»  Enter the login name as directed by instructor (UPPERCASE only)
» Password is the same as Login (UPPERCASE only)

3 PeoapleSaft 8 Sign-in - Micrasoft Internet Explarer

Fle Edt View Favoites Tooks Help ‘
3 =
R - AN N B - R B (FS
Back  Foward  Stop  FRefiesh  Home | Geah Favorles Media Histoy | Mal  Pint Gl
Address [ ) hitps.//storgate Il.gov: 5443/ servists/iclientservlet/EPROBON Pomd-logintlangusgeCd-ENG ]| @50 | Links >

PeopleSoft8

Language: Enalish Espafiol Erancais
ltaliano Deutsch Erangais du Canada
8% Portugués  MNederlands
EBTI gvenska

User ID: lcBsCOTTO
Password:

sssssssssssssssssssssssss

|©2000 PeopleSoft Incorporated. All fights rezerved. People power the internet” W
SEE- Dz .
|€] Done [ 1S [ ntemet v
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Step 2: Navigation

eProcurement
eProcurement Home

Start

4 4 4 3

eProcurement Home

/3 New Req Entry - Microsoft Intemnet Explorer [_[a]x]
| Fle Edit View Favoies Took Help |

J@.».@ ﬁ‘@@@ B & 5 w . 2

Back Farand Stop Refresh Home Search Favarites Histary Mail Size Print Edit Meszenger

| Addiess [ hitp: stargate IbLaov:B080/ serviets iclientser et/ EPR ODEV, Tomd=startt = @6 |j Links *
Horme = eProcurement = eProcurement Home = Start

Y S
& Email Requisition {a Start eProcurement Home
@ eFrocurement Home

£} Home (lis S Sign Out

&) [ |4 intemet
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Select Function

» Manage Requisitions

J8i [=] 3
| o= P Gl @ 8 o
Back  Fenward Stop  Refiesh  Home | Seaich Favoites Media  Histop | Mal  Prmt  Edic
Addiess |g‘| hittps: //stargate. Ibl gov: B44 3/ serviets/ichentserviet/E PROBOX / Pemd=start: j @ Go | Links *
224
Home = gProcurement = gProcurement Home = Start = eProcurement Home Mew Window =
eProcurement Homepage for: John Speros
Create Requisition
Create & new requistion by browsing of
searching company and external
catalogs
/,‘?\_} Ianage Requisitions Iy Profile
qa Review existig reauistions, edt, view Moty information about yourse!f and
Their status, cancel, receive, and retun your persanal preferences
[rp— ‘ &
al J= [{ 150110 1
Due Date Description Status
10/22/2001  wWork itern from CFCHALLB LBML, 000000007 Pending
1002212000 work itern from CFCHALLB LAML, 1000000079 Pending
10624/2001  Work iter frorm JBETTEM LEML, 0000000031 Pending
10/252000  Work itern from MACRUZ LBML, 0000000102 Pending
05/08/2002  Work item from JJBETTEN LBML, 0000000745 ending
|
& RREYT 7

Click on the Manage Requisitions link and access the panel.
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Within the Manage Requisitions panel you will be able to view the Status of a Requisition via the 360 system,
Cancel a Requisition, and Edit a Requisition.

2 Manage - Microsoft Internet Explorer _ (O] x]
| Bl E@ Vew Faoles lods Hep =
& s B Q @ @ @B I

Back Frarard Stop  Refresh  Home Search Favortes  Media  History Mail Piint 1=elie
Addiess |g‘| hittps: //stargate. Ibl gov: B44 3/ serviets/ichentserviet/E PROBOX / Pemd=start: j @ Go | Links *
(]

& Hame

Home = gProcurement = Main henu = Use = Manage Mew Window -

Manage Requisitions for: John Speros

RequisitinnNamel\— Show Status lm Requester Wﬂ

Sort By [Requisition Date 7] Sortorder  [Descending =lpg [ John Speros

Date From IW@ Through Date M &I =

Dcyoe F Eot [eworkfiow  (Psubmt Cancel  [Re-Open  Bmchange  [Receive  AWReturn

Req. Name Bus.Unit  Date Status. Total g:';ﬂ': Requester  Entered By

Valid

Budget John Speros  John Speros

Check

Walid

Budget John Speros  John Speros

Check

Walid

Budget John Speros  John Speros

Check

Valid

Budget John Speros  John Speros
heck

0000000346 LBML 05/29/2002 Pending 1,00000 © L o

0000000345 LBNL 05/29/2002 Pending ranon O & v

0000000344 LBNL 05/29/2002 Pending eso00 O & v

0000000339 LBnL 05/22/2002 Approved 95000 O s

X X X X %

Valid
Budget John Speros  John Speros
Check

|&] Done [ 5 [ ntemst

0000000338 LBNL 0&/28/2002 Approved 25000 U g

alls

The Requisition Cycle shows the current status of
the requisition.

You can edit various parts of your requisition
including defaults, line, and distributions.

You can view the requisitions current approval status

You can Cancel this requisition.

You can Re-Open a Requisition

7| K| kil | ™| C

50f9
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Step 4: Requisition Cycle

Within the system you can access the Requisition Cycle to view the status of your requisition. By selecting the
activated icon you will open a panel showing the details of your requisition.

= s @ (2] Q G @ @ B 5 H
Back  Fowmd  Stop  Refesh  Homs | Seach Favoites Meds  Histoy | Mal  Pint  Fof
Address [{€] htps://stargate. bl.gov:8443/servIets/iclientservlet/EPROBOX/ Pomd-=statt ] 6o [ Links >

Home = eProcutemernt = Main Manu = Warklist = isition Cycle Mew Window

Requisition Cycle for: John Speros

Business Unit:
LBML. e —

Reguisition Narme: @é Reguest
0000000346 Paymert Approve

Date Entered:
052872002 E
Date Last Changed: Invoice Invertory
052802 4:05:39PM

Relurns
4
Receive ;—}:2 § PO Approval
Change =

Request  Dispatch

Manage Requisitions Manane Approvals
[&] Dene [T 15 [@ ntemet 4
3 Requsition/PD Delails Page - Microsoft Intemet Explorer Ol x|
Ele Edt View Favoites Took Help |
3 =
< | Q G @ 3B 5 H
Back Frarard Stop  Refresh  Home Search Favortes  Media  History Mail Piint 1=elie
Addiess |e;| hittps: //stargate. Ibl gov: B44 3/ serviets/ichentserviet/E PROBOX / Pemd=start: j @ Go | Links *
il
& Hame
Home » gProcurement » Main Menu = Use = Pv Req Po Dtls hew Window
Requisition Details for: John Speros
Requisition Name Requisition ID Unit Date Status Total
0000000346 0000000346 LANL  05/29/02 1,000.00 ¥
& Edt il Invertory ftem -] View Recsipt [5g Change Request
Line ltem Description Source Status  Req Qly Price Total
1 POISON GAS Availahle 1 Liter  1,000.00 USD 100000  Attachment  View .JustAttachmnt Send Vendor

1 View [l =

Eeturn o Requisition Cycle Eequisition Schedule and Distribution

|
[ 5 [ ntemst

B

Nz
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Step 5:  Approval Status

The approval status panel shows the current status of your requisition. It will show you who the
requisition is assign to for approval and if there is any comments from the approver whether it was

approved or denied.

2} Req Status - Microsoft Internet Explorer _ (O] ]
Fle Edt View Favoites Tooks Help ‘ﬁ
[ @ @ B 59 3

S <) Al
Seach Favoiles Meda Histoy | Mal  Panl il
]| @50 | Links >

ek [rawad | Soe  Gdch M
Adiess [€] htps /7stsrgate Ibl o £443/servlets ilintservlet/EPROB O cand—stat

S Sign Out

22
o
£ Home
M Wi donw

Home = eProcurerment = Main Menu = Worklist = Req Status

Requisition Approval Status  Reqistion Neme: gooogoo:
¥iew Anproval Cormments

equester: John Speras

Requisition Amount Approval

)
provar: Jehn Speres
Rale: Req Amount Appr
Status: Approved

Date Entered: 05/26/2002 Amount: 850.00000 Business Unt LBNL

eProcurement Home Return to Requisition Cycle

|5 [ Intemet 7

€]
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Step 6: Requisition Cancellation

Should you require canceling a requisition, click on the Cancel icon on the panel to access the Requisition
Detail panel. Click on the “Cancel Requisition” button.

/3 Cancel Request - Microsoft Internet Explorer

Fle Edit Yiew Favoites Tooks Help | o

=2 @ E] gy @@@€3|%-

Back Foryar) Stop Refresh  Home Search Favorites  Media Histary Mail Print |2 el
Addess [€] htps //stangate bl gov:B443/ servlts/icientserviet/EPROBOX/ Zomd=start ] 6o [ Links >
=0

@ Home

Home = eProcurement = Main Menu = Use = Cancel Request Mew Window

Requisition Details for: Speros, John P.

Date

Requisition Name

Requisition ID_Unit

0000000348 0000000346 LBMNL  05/29/02 Pending Anproval
Iltem Description Price Qty Total
POISON GAS 1,000.00 Liter g

Return to Requisition Manager T IGERTE T

[&] Dene [T 15 [@ ntemet 4

The Manage Requisition panel will show that this requisition has been cancelled. Should you require Re-

opening the requisition click on the “Re-Open” ofy icon.

3 Manage - Microsoft Internet Explorer

Fle Edit Yiew Favoites Tooks Help | o
3 =
S, o B N 4 I (<= = < R R F= L Y = |
Back Forward Stop  Refresh  Home Seaich Favoites Media  History Mail Print A
Address [{€] htps://stargate. bl.gov:8443/servIets/iclientservlet/EPROBOX/ Pomd-=statt | = @B |L|nks =
B @ Home
Haorme = eProcurement = Main Menu = Use = Manage Mew Window =l
Saved
Manage Requisitions for: Speros, John P.
Search and Sort Requisitions
Requisition Name|| Show Status | All | Requester [IPSPER}S
Sort By Requisition Date *|  Sort Order Descending T |pg Speros, John F.
Date From n4ra0/2002 [ Through Date [05630/2002 [ G
Legend
Dcyde § Edt [wworkflow  <PSuomit  PCancel  [yRe-Open  Bglhance  CmReceivq
. Budget Entered
Req. Name Bus. Unit Date Status Total Status Requester By
valig Speros Spetos
0000000346 LBMNL 05/29/2002 Canceled 1,000.00 [} o Budget . '
Jahn P. John P.
Check
Valld Speros, Speros,
0000000345 LBML 05/29/2002 Pending oD & v *x Budget . '
John P. John P.
Check
el Speros, Speros,
0000000344 LANL 05/28/2002 Pending gsnon ) & % * Budgst Peros, PBros,
John P John P
Gheck
vaiid Speraos, Speros,
0000000338 LBNL 05/28/2002 Canceled 850,00 P i) Budget neros, RErs,
John P John P
Gheck
praiid Speras, Speros,
0000000338 LBMNL 05/28/2002 Approved 25000 O £ x Budget . '
John P John P
Check =l
[&] Dene [T 15 [@ ntemet 4
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From this panel clicking the “Re-Open Requisition” button will re-activate the requisitio

/3 Cancel Request - Microsoft Internet Explorer

Fle Edt Yiew Favoites ILodls Help

R Q G F o | -
Back  Fowmd  Stop  Refesh  Homs | Seach Favoites Meds  Histoy | Mal  Pint  Fof
Address [{€] htps://stargate. bl.gov:8443/servIets/iclientservlet/EPROBOX/ Pomd-=statt A 6o | Links >

i\l

Horme = eProcurement = Main Menu = Use = Cancel Request

Requisition Details for: Speros, John P.

Requisition Name

n D Unit Date Status Total

0000000339 0000000339 LBNL - 05/28/02 Canceled
Item Description Price

Enuipment for PRP testing 25.00 Each

Eaper for printing

documentation far PRP te 25.00 Ream

Pencils for PRP Test 20.00 Box

0 the "Edit Requisition” Icon from the Manage Requisitions pagg.2

Return to Requisition Manager

[&] Dene

SEE

[T 15 [@ ntemet

90f9
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